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Tab I 


I430a.iri.011 of All Copley of Selected, Personnel 
Forms in W 5 /l, pp/p and the 
Department of State 
1956 


1* Tfee Forms S elected* 

Request for Personnel Action 
Kotin* of Personnel Action 
Personal History Statement 
Fitness Report 

P*ofil« or Qualifications Summary 
2» Explanation of Tables . 

** T^le l Hats all the components which receive 

L W * iB by the component and the symbol »o* i»- 

dioates a copy is received, noted and rented to another component 
G3A components are listed in the left-hand eolm^S StSH^L 

right-hand column. If there are compaSlT 
acmpomnta in the two organizations, they ere shown on the same line. 

H l ^Ticial Coyiey i lit a March 1956 survey, the contents of unoffi- 

SSo£ZI 9ni ? 0 !( P T° DMl 

ffP 1 ® 8 **** fovaal. The nuaber *1« SfcJtos 

Analysis of Diff«r«^„» 


b. 


a. 


f”»°thcn Dopartroant of Stato 


(D 


ThSf^rtr^e^cSr^ ** Gffi0iia ^ Office. 

f 03 ^ °f ff^PP^o^'s statement is routed to the Per- 
^S n J\. A8Sig,lB ^ ^iTfioion for use by the placement officers 

3 Wf rt *? a ot J m 0 **» ** V* Qualifications Analyaia 
1 ! 22 S J« te , D ? 3 5? n9nt# **»• Pl*«e»ent officers use 

ml SSaSrr* *■“* “* "" < *“ liflc * Uo "* ■» 
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(2) In the State Lepartacrnt, the operating office receives a <tm 
of the HB. This is not provided for in CIA, bat nary of the 
o pe rating components do obtain a copy {tables 2 and 3) • 

b. Fitness Report ! the State lepartaont places one copy In the Offi- 
cial Parsoiinel File and one in the originating post file vhich is 
dee trofed shsn the eatplofea is transferred. CIA routes one to the 
Official Personnel Fils, one to the Career Management Officer and 
one to Assessment cad Evaluation, 0TR (for analysis to detwaiu# the 
effectiveness of the fort:) » In addition to these "official copies,* 
■eat components retain a copy {tables 2 and 3) in the operating 
branch and son® tlao place one in the third echelon adninistrofcivB 
office. 

©. Prof Ho t The CIA Profit, font 1080 la a new fora to be prepared in 
the Office of Personnel end placed in the Official Personnel File. 

It edit be kept up to ddte end a copy will be reproduced and seat to 
career boards and sealer officials upon request. The records of 
profiles in tables 2 and 3 do not refer to this naw fora but to the 
several prof ile foras pssspared and used by operating components. 

In the State Department, the fora is prepared in the Career Develop- 
neat and Utilisation Branch, Personnel Office, and the branch retains 
a eofgrj a second espy is placed in the official file and a third 
is given to the ap p r op r iate placement officer. This evaluation pro- 
file id supplemented tjr a Biographic Record Sheet, Fora IS-llO which 
is prepared tgr the ■aplcb’ea. Be retains a copy end the original 
is placed in the official file. 

4. Reauest fer Personnel Mttgn t the CIA requesting office retains a 
oqgr, «*s g««b tothe placement officer end to the official file, 
and tana ire sent to the ^security office. Tables 2 and 3 show that 
sms higher-echelon arirdnlstrativa offices also retain copies. 

The State Bapar taient algo uses three copies of this for* fer its 
civil ssrvie# employ near one gees in the official file, ora to the 
placement officer and one to tie gaining office. Throe other psmnmel 
unite receive one of tfcl eopies bat do not r a tain its Position Con- 
trol Records Unit, Trans action® Unit and Classification. 

Hit procedure for Foreign Service Officers, Foreign Service Heservs 
Officers end Foreipi Service Staff (hereafter celled non-ci'dl ser- 
vice waplqyeea) is quit* slnilcr to the procedure for civil service 
aaqplqyeesj copies go to the official file, the placement officer, 
the g*twt"f r office or pest and the losing office or pest. But this 
font has dual use; it It also a request for travel orders and copies 
are sent to the Audit f> action. Travel Control f action and the Trans- 
portation Office. 
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e. Notice of Fersomyl Acfckm i CIA prepare* eight copies stoic* ere die- 
ts&totM *• follow*: oMciil file, chronological file (later des- 
troyed), Machine iecords, gaining office, losing office, payroll 
office, employee (If on vouch arad funds) , and the career boero (if 
It request* a copy) . Fa additional unofficial copies have teen 
located. 

For State Depart** at civil service employees, a maximum of rim* 
copies are prepared, like CIA, eopiee go to the official file, 
machine records (end to the position control and transactions units), 
the gaining office, the payroll office (two offices* headquarters 
finance office, or oversea* fiscal office in the gaining country; 
and the retirement section) , and the employee. In addition, copies 
go to the Civil Service Coer.ission and to the losing agency (if the 
employee is being detailed to the State Department) » 

For State Department non-civil service employees, 18 officer may 
receive copies (depending upon the employee* s assignment) and five 
other offices receive copies which are posted and then passed on. 
^accept that a copy is not sent to the Civil Service Commission, all 
offices which receive oopiec of Notices for civil service erployces 
also receive copies for non-civil service employees. %e following 
additional office® receive copies: leave and Retirement Section, 
Personnel Office (in addition to the Retirement r action. Comptroller* s 
Office); Presidential Appointments Unit; Publications Unit; Em- 
ployee Relations branch (new appointments only); gaining *m losing 
headquarters or regions! offices; overseas fiscal office in the losing 
eountsy; headquarters or regional security office ( separations only); 
and the gaining agency (if employ «*a is detailed to another agency). 

Although 18 copies of this form Busy indicate too many State Depart- 
ment organisation units ’forking on various aspects of personnel 
actions (a question bqyonri the scope of this survey) , it Is good 
systems planning to make copies of this one form serve all of the 
offiess* 


Attachments: 

Table 1 - location of All Official Copies of Five Personnel Forsr in CIA 
and the Department of State. 

Table 2 - location of topics of Five Personnel Forms in Delected 1W/I 
Components 

Table 3 * location of Copies of Five Personnel Forms in Selected I>D/F 
Components 
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footnotes to labia I 


X One copy to Printing Services Division where sev«*t copies are reproduced 

for OS. 

2 Retained at. the option of the athslnl3trativ>3 officer# 

3 Destroyed when employee leaver-, the past. 

t Two copies. "Photostat expedite copy" i» r amoved for duplication when a 
co pgr is requested by a eardar board or a senior officer. 

Biographic Record, Sheet* filled out by the employe©. 

Two copies. ’ 

Fora is also a request for travel orders. 

Destroyed after a period of time. 

Copy given to employe If ho is on voruohared funds, retained if eti 

unvouehered funds . 

If a copy is requested. 

Only if position is in headquarters. 

Used to request the file of a civil service employee who has worl ed a» 
another government agency. 

For appoln tmQnts onto'* 

If the action involves a trassfer out of the meal region, the joining 
post receives a copy to he noted end given to the employee ■( set note 
20 below). If such a transfer is not involved, the poet receives a 
retention copy. 

Or it is sent to the Personnel Office if the assignment is for training 
at headquarters. 

For headquarters assignment* of foreign iervi.ee ( f fleers. 

Only if action is a separation. 

Only if action is a field separation. 

Only for details to other government, agencies. 

Sent via gaining post (see nrta Hi) or held for employee if he la due 
in headquarters within a ft w months. 
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